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JOB DESCRIPTION AND POSITION CLASSIFICATION 
 

CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      
COLLECTIVE BARGAINING IDENTIFIER 

 
Management Related BU: 

         
Supervisory Related BU: 

         
Confidential Related BU: 

         
Rank and File BU: 

        
RESPONSIBILITIES EXERCISED  

  Supervisory  Lead Person 

IMMEDIATE SUPERVISOR (Print) 

      

SUPERVISOR'S CLASSIFICATION  

      
APPROVED BY (Personnel Analyst's Name)  

      

DATE 
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Time Activity 

            

SUPERVISOR’S STATEMENT: I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE. 
SUPERVISOR’S NAME (Print) 

      

SUPERVISOR’S SIGNATURE 

 
DATE 

EMPLOYEE’S STATEMENT: I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE 
 RECEIVED A COPY OF THE DUTY STATEMENT. 
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DATE 
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	Activity
	Activity

	MRBU: Off
	Management Related: 
	SRBU: Off
	Supervisory Related: 
	CRBU: Off
	Confidential Related: 
	RFBU: Yes
	Rank and File: 1
	responsibilites: Yes
	IMMEDIATE SUPERVISOR: Linda Scherr
	SUPERVISOR'S CLASS: Staff Services Manager II
	personnel analyst: JCM
	personnel date: 05/03/2011
	PERCENT OF TIME: 
















50%
	activity: POSITION SUMMARY

Under the general direction of the Staff Services Manager II for the Executive Division's Administrative and Executive Services Office, the incumbent works independently and in a lead capacity performing a wide variety of difficult and complex analytical and administrative issues for the Executive Division such as budgeting, contracting, business services, SAP/EBP fiscal data input and retrieval, and other related work.  

ESSENTIAL FUNCTIONS

This position requires the incumbent to work independently and cooperatively with DWR managers, supervisors, and analysts; effectively communicate both orally and in writing; consult with and advise management and staff on a wide variety of subject matters; develop and evaluate alternatives, formulate procedures and control methods; maintain and apply knowledge of Departmental and State policies and procedures; maintain regular, consistent, predictable attendance, and exercise good judgement.  The specific essential duties are:

Independently direct the budget and program control functions of the Executive Division, which includes maintaining and monitoring the budget and actual expenditures within SAP.  Recommend and advise management and staff on all complex budget issues; review and provide recommendations on spending allotments and expenditures; prepare budget change proposals including narrative and fiscal details; analyze cost distribution and labor activity rates to ensure the adequacy of expense recovery and recommend corrective action as necessary.  Establish cost objects for the Executive Division, as necessary.  Prepare, review and analyze quarterly expenditures reports for management review.  Review and monitor temporary help and overtime usage against Executive’s approved allotment.  Prepare the budget, documentation, and monitor 
	classification: Associate Governmental Program Analyst
	appointee: 
	dwr position number: 0100-5393-XXX
	sap personnel no: 
	sap position number: 50050293
	division: Executive/AESO
	mcr: I      
	percent 2: 


35%











10%





5%







	activity2: the Schedule 9 equipment usage and completed out-of-state travel expenses.  Provide staff assistance for all auditing agencies (internal, external, public, and private).  

Act as liaison to the Department's Budget Office in development and management of the budget to ensure conformance with Department policy; maintain ongoing program control by analyzing and monitoring cost center and funds management budget reports; develop and implement expenditure tracking processes utilizing SAP; research and reconcile incorrect charges; collect and compile financial data to determine future funding needs, prepare expenditure forecasts and evaluate the probability of projected changes that may occur, and make recommendations to the Program Manager; prepare monthly and quarterly budget reports; analyze fiscal data and draft reports; prepare work authority revisions, budget change proposals, and program component statements; maintain budget historical information for future reference; develop, design, maintain, and present training materials for the controlling reports workshop for these divisions; and independently research and compile information, prepare reports for presentations by the Administrative Officer.

Independently monitor and track contracts, interagency agreements, and departmental service agreements that are specific to the Executive Division; determine statutory and contractual requirements and ensure compliance with SAM and DAM, etc. as related to the preparation and review of contracts.  Monitor the Out-of-State Travel expenses for the Executive Division; develop estimates of annual operating expenses; oversee budget allotments and balances. 

Work on special projects as assigned.  This may require independently conducting research, gathering and analyzing information, developing alternatives and providing recommendations.




	supervisor name: Linda Scherr
	employee name: 


